Green Mountain
Higher Education Consortium
Champlain * Middlebury * Saint Michael's

Booking Rooms at Shelburne Green

1. Add SG room calendars to your Google Calendar
a. Under Other Calendars, select +

= E Calendar

l— Create

Other calendars + |~

b. Select Browse Resources from the list options

Subscribe to calendar

Create new calendar

) Browse resources

Browse calendars of interest
From URL

Import
1

c. Onthe Resources page, click on the GMHEC Shelburne Green and check the box next to
each of the rooms

Resources

GMHEC Shelburne Green ~

MHEC Shelburne Green-1-SG - Large Conference Room (10)
MHEC Shelburne Green-1-5G - Little Conference Room (7)

MHEC Shelburne Green-1-5G - Training Room (15)

d. Back on the main calendar screen, under the Other Calendars section, you should see each
of the conference rooms listed. They will show up as additional calendars similar to the
Project Ensemble and Vacation calendars

= E Calendar

I— Create

Other calendars + A

GMHEC Shelburne Green..
GMHEC Shelburne Green..
GMHEC Shelburne Green..
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2. Toview room availability:
a.

SUN MoN
l. Create 31 Nov1
Time Insights ~
NOV 1 - 30, 2021
20 hr in mestings
7 8

A7 More insights

My calendars ~

[ Nicole Ouellette

[J AP Recurring Tasks

[] sirthdays 14 15
[ GMHEC Vacation Calend

3 Project Ensemble

[ Reminders

[ Tasks

Qihgs calendars  + A

HEC Shelburne Green

3. To book a room in Google Calendar:

TUE
2
© 3:15pm Review of Midd testin:

16
® 11am Ellen and HR WG Review
® 1:30pm FSA reconciliation Par
® 2:30pm Mary: Nicole Touch B:

23
® 1pm Review of ACA/Worker's

WED THY
3 4

® &15am Oracle Support PMO

® 1:30pm Matt:Corinna

® 2pm Payroll Projects and SS it

® 4pm Jen:Corinna Weekly

@ 4:30pm Arun:Corinna 1:1

10 n
® 8:15am Oracle Support PMO
@ 9am Matt:Corinna
® apm Cheryk:Corinna (AP) weet
® 4pm Jen:Corinna Weekly
® 4:300m Arun:Corinna 1:1

® 2:30pm Nicole Offboarding

17 18
® &715am Oracle Support Team |

® 3pm SS Schedule Cheryl:Corin

® 3:30pm Matt:Corinna

® 4pm Jen:Corinna Weekly

® 2:30pm Arun:Corinna 1:1

24 25
® &:15am Oracle Support Team |

a. When creating a new calendar event, click on More Options

i

: lAdd title

X

1

Event  Focu

s time  Out of office

© Time zone - Does not repeat
| Find a time
1 2, Add guests

[¥]

©  Addroomsorlo

Add description

Nicole Ouellette

A ]

b. Add your meeting details, inc
C.

cation

or attachments

luding the

On the right-hand side, click on Rooms

Task  Appointment slots

Tuesday, November 30  4:00pm - 5:00pm

Add Google Meet video conferencing

Busy - Default visibility - Notify 10 minutes before

@

time and date

Note: It is recommended to keep

this selection as Available Rooms

Only to avoid double booking of a
room

m

m
m
o
m

Available rooms only

rooms

General Zoom htt...
Zoom Account

Finance Zoom hit...
Zoom Account

Procurement Zoo..
Zoom Account

SG - Training Roo...
a5

SG - Large Confer...
a0

GMHEC Shelburne Green

GMHEC SHELBURNE.

GMHEC SHELBURN...
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Check on the box next to the calendar for the room you are looking to book

FRI
5

® 4:30pm Cheryk:Corinna (AP) w  ® 10:30am AP Weekly Check-in

12
® 10:30am AP Weekly Check-in

19
® 10:30am AP Weekly Check-in

2
® 10:30am AP Weekly Check-in
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d. Select the room you are looking to book by clicking on the room name
e. The room will show up as a guest to your meeting while you are completing the details for
your calendar event

Guests Rooms

Add guests

o Nicole Quellette
Organizer

GMHEC Shelburne Green-1-SG - Training
Room (15)

f.  This will populate your calendar event on the room’s calendar so it will be visible to
everyone. Once you have scheduled the event, the room will show up on the meeting
invite.

J W B i X

; Test Guide Booking Room
Tuesday, November 30 - 4:00 — 5:00pm

Take meeting notes

@ Start a new document to capture notes
@ [Nl GMHEC Shelburne Green-1-SG - Training Room (15)
i oy 1 Quest

@ 4pm Test Guide Booking Roon

D

1 yes

e Nicole Ouellette
¥ Organizer

f1 10 minutes before

2]  Nicole Ouellette

Going? Yes - No Maybe ~
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